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W ven-.ber (963 


MEMORANDUM FOR: Deputy Director (Int«lliieence1 
SUBJECT : Imoroper Kandliaq of Corrcsnemdence 


t. On the mornin<7 of 27 November thiw office received two 
copiee ci "Memoraadum to the Ifeuda of Executive I^partment.^ and 
Ageaeiee” from the Office erf the Secretary of I>ef«nee, Office of the 
Executive Agent Nati<xial Communications Syetem. Subject of the 
memorandum was "Hubmissioa e£ Recfuirementi* for the First Annual 
Long-Range Plan FY I9f>5, National C^nmunications System**. This 
memorandusn had been hand carried by the Demity Director/ Communica- 
tions to o«y Executlvo Registry on the evening of 2b Nr vember. Nsrfing 
that it was dated 7 November, recfuired action and a resn^se by 
1 December, we called DD/ Commo to inquire how they had received it. 

Z. We were advised that four cooics of the document were 
received in CIA Watch Office on 15 November. On or about that date 
they were sent to th e CoUection Guidance =5taff. CG^ made a copy for 
1,^ ^(Deputy Chief. Information Intelligence Staff, OCl). 

Someone then began calling around to find out who wa^ interested infiis 
subject. Someeme called Commo and was told yes, they were interested 
in this subject. Oa 20 November Cot imo received coplea; tlxey were then 
in the midst of preparing another priority paper for tlie Director awl, 

couirfed with the events foUowhig 2?. November, the oa»er was loM in thm 
shuffle. 


3. The l^puty Director/CoEmmuaicationa will get mi extension 
of the due date £ron> National Communications Sv»t«m. 


4. I would Uko to emphasine that when memoranda are received 
addressed "To the Mends of Executive Deoartmonts or Agencies*’ or arc 
addressed to the DCI,fay name or by title,, they should be fc»wardod to the 
Executive Registry where they are processed for appropriate action, 
suspense, etc. These are die Director*^ instructions. OCl/Wateh Office 
and file Collection Guidance Staff should Im» remin<ted of thi«, as well as 

any other units that might be the recioient of material addressed to the 
Director. 


(signed) Lyman B, Kirkpatrick 

■y:' An B, ivirk Patrick 
r- >: -enciv# Direckr 

with cy ref 

cc; ER ExDir/(for follow uo) 



cc; D/ Commo via DD/S 
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